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PROVIDER SEARCH/MATCHING 

J C  P e n n e y

PI-02

 Search by provider name or match client needs with providers by entering criteria 

  

 Match is based on type of provider needed and profile of the client 

 

 All licensed foster family homes, adoptive homes, daycare, and agency/facilities 

are included in provider index for search or matching 

 

 Will allow greater access to providers throughout the state and more detailed 

provider information 
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PROS - Provider Search 

 

 
 

 This screen provides a means for locating providers who have been entered into the 

system  

- This includes Day care, Foster families, adoptive families and agencies and 

facilities 

 

 You can search for a specific provider by entering one of the following criteria 

- PROVIDER NUMBER  

- FACILITY NUMBER  

- First two or three characters of the providers LAST NAME  

- Federal Tax ID Number  

 

 The more search criteria that you have the more limited your search will be  

 

 The system will take you to PROL (Provider List) screen after performing a search 

 

 Be thorough in your search in order to avoid entering duplicate providers into the system  
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PROL - Provider List 

 

 

 

 This screen will display all matches to the search criteria chosen on PROS (Provider 

Search)  

 

 You can SELECT, INQUIRE or MODIFY an individual provider on this screen  

 

 You may select a provider and use the fast PATH to access further information 

 

 You may choose to select providers who only have active licenses or providers who have 

both active and inactive licenses 

 

 To add a provider after a provider search has been completed, press F11 

- PROE (Provider Entry) will be displayed 
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Group Homes and
     Shelter Care

PROVIDER ENTRY

Umbrella
Provider

Facilities to
Existing 
Provider

Non
  Licensed
Non 
  Contracted

 Adoptive/Foster/
   Guardianship/
          Kinship

PI-03

 Select the type of provider that you will be entering information on 

 

 Default flow of screens specific to the type of provider selected 

 

 Additional information screens may be selected to ADD, MODIFY or INQUIRE 

on  
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PROE - Provider Entry

 

 
 

 This screen is used to add a new service provider 

 

 Selecting a particular option from this screen will display ADDITIONAL data below the 

menu  

- This data must be filled out before ADD processing will continue 

 

 The appropriate Detail screen will appear upon SELECTION  

- Selection 2 and 4 will continue to PROD (Provider Detail) screen  

- Selection 1 and 3 will continue to FACD (Facility Detail) screen  
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PROD - Provider Detail 

 

 
 

 This screen is used to record/maintain detailed provider information 

 

 PROVIDER COUNTY is required 

 

 If you are adding a NLC (Non Licensed/Contracted Provider, selection 4 from PROE) the 

address will be required  

 

 The ADDRESS will be verified by Finalist, which is the post office address verification 

system 

 

 A signed, original copy of the provider’s W9 form should be sent in to Central 

Office/Fiscal as soon as possible for compliance with federal requirements 



 

 
Provider Licensing Training Guide – Provider Licensing & Information PI-8 

FACD - Facility Detail 

 

 

 

 This screen is used to add or modify information about a specific facility operated by a 

provider.  To re-open a terminated facility, press SHIFT+F1. 

- A signed, original copy of the provider’s W9 form should be sent in to Central 

Office/Fiscal as soon as possible for compliance with federal requirements 

 

 The WORKER ID field is not an enterable field 

- The system will default in the C# of the worker updating the screen.  If this is not 

who the assigned worker should be, once the screen as been updated the facility 

will need to be transferred to the appropriate worker using the AXED 

(Assignments/Transfers Detail) screen. 

 

 The DIRECTOR ID/NAME must be entered, this is a person with a CAPS ID  

 

 The CCUBS PROV NO is populated either by: 

- An automatic interface with CCUBS for “daycare only” facilities 

- A resolution made by the CAPS licensing worker for “dually licensed” facilities 

 

 Native American Foster Family information should be entered, if applicable, for the 

provider 
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PADL - Provider Address List 

 

  

 

 This screen displays a history of a provider’s addresses 

 

 You can INQUIRE, MODIFY, or DELETE an existing address   

 

 Use F11 (ADD) to add a new address  

 

 Only one address per type (See Code Table) can be active at a time 

 

 To display all the addresses for a provider with multiple facilities, enter the first part of 

the provider number (7 digits) followed by 000 

- Be sure that if a provider’s address is changing or ending that you check the 

address for ALL facilities associated to that provider 
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PADD - Provider/Facility Address Detail 

 

 

 

 This screen is used to record/display address information about a provider or facility 

 

 You can use this screen to INQUIRE, ADD or MODIFY addresses 

 

 If a provider has a residential address AND a mailing address, enter each one as a 

separate address 

 

 The screen will display the date and name of the worker that last updated the screen 

 

 Alerts: 

- Sent to the Licensing Family Resource Specialist when a physical address is 

modified  

- Sent to the Social Worker when the physical address of the provider changes and 

they have a child placed with the provider 
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FALL - Facility Approval/Licensing List 

 

 

 

 This screen displays all of the events related to the licensing of a specific facility 

 

 A worker can ADD, INQUIRE, MODIFY or DELETE a particular entry 

- DELETE is only allowed if a license has not yet been approved 

- If the licensing process has begun, but not completed, and the provider decides 

not to proceed, you should enter WTD (withdrawn) in the approval status field on 

FALD.  WTD status cannot be deleted from FALL (in order to maintain a history 

of applications for a facility), but the facility will no longer appear on the 

worker’s FCLL (Facility Caseload List) 

 

 It is VERY IMPORTANT that if a provider is changing license types (i.e., foster care to 

kinship care) that the licensing worker check PRPH (Provider Placement History) and 

PASL (Provider Active Services List) to see if any clients are placed with/receiving 

services with that provider.  The assigned worker for the client needs to be contacted so 

they can close the existing service and/or placement if necessary to accommodate the 

new license as this may affect service codes, rates, etc 

 

 A facility with a PRO (Provisional) license type cannot be paid with IVE funds. 
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FALD - Facility Licensing/Approval Detail 

 

 
 

 This screen captures and displays detail of the licensing history of a specific facility 

 

 Displays the type of service a provider is licensed to provide.  A provider may have more 

than one license type but will always have only one PROV NO 

 

 If any work has been done on a license for a provider, and something happens that results 

in the license not being issued, the worker should change the APPROVAL STATUS to 

WITHDRAWN, rather than deleting the PENding license from FALL.  This helps keep 

accurate statistics of licenses that have been applied for but not necessarily issued 

 

 When a license is ready for approval enter a “Y” in the APPR field 

- A license cannot be printed in DOC GEN until it has been approved 

 

 When a YFH or KIN license is entered, FSPL will automatically be updated with these 

service codes: STRNS, SRESP, SDALL, SCALL, PFRS1 (YFH), PRRS1 (KIN) 

 

 The FIRE SAFETY DATE and LIABILITY INSURANCE EXPIRATION DATE verify 

that the facility has met these requirements 

 A provider event is created when any modification occurs 
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 If you are terminating a provider FOR WHATEVER REASON (burned out, moving, 

etc), check PRPH and PASL in order to contact assigned workers of clients, and also 

please notify Central Office so overpayments can be recovered if necessary 

 

 Press F12 (lookup) the ID field to identify who the approving worker/supervisor is 

 

 Upon supervisor approval, an ADP (Adoption) license type will automatically set the 

Regional Administrator approval flag to “Y”.  All other license types will automatically 

set the Regional Administrator approval flag to “N” 

 

 For KIN and TKI license types, a status of INT (Intending to be Licensed) or NIN (Not 

Intending to be Licensed) can be entered.  If either code is entered, the KINSHIP INT OR 

NIN DATE will be required.  When an INT status is entered, the EXPIRATION DATE 

will default to six months from the INT date 

 

 

HOW TO RENEW A LICENSE (EVEN AN EXPIRED ONE): 
1. Path to FALL on the provider you are renewing; 

2. Tab to the FAC TYP license that you need to renew (if a dually licensed provider); 

3. Enter a “M” selection in front of the license with the most recent expiration date (this will 

likely be the license at the top of the list); 

4. Hit Enter.  This will take you to FALD; 

5. On FALD hit Shift + F10, this will put you in license renewal mode, whereby three fields 

will be modifiable: RENEWAL DATE, EXPIRATION DATE, NEXT REVIEW DATE; 

6. Enter the backdated renewal date; 

For example: The license expired on 12/15/04, the actual calendar date that you are 

renewing the license is 01/03/05.  You do not want a lapse in the license so you enter 

12/16/04 in the RENEWAL DATE field. 

7. Enter the new license expiration date; 

For example: 12/15/05. 

8. Enter the next review date; and 

For example: You would like 45 days lead time to send out renewal notices, application, 

etc., so you enter 11/01/05. 

9. Press ENTER.  When you receive UPDATE SUCCESSFUL, the license is ready for your 

approval and supervisor’s approval. 

 

***NOTE: If a license is NOT going to be renewed, it is important that the license be 

terminated or they will remain on your Facility Caseload List screen (FCLL).*** 
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PRPL - Provider Person List 

 

 

 

 This screen displays the name, DFS33 & DFS33A indicators, Criminal Check and 

Protective Services check indicators and the Employment End date for an adoptive or 

foster family person who is part of a provider family  

 

 A PROV NO (provider number) must be entered in order to access information and to 

proceed to PRPD  

- Press F12 with cursor on PROV NO to search for a provider or type in the 

provider number 

 

 A worker can use the F10 RELL function to search for and select individuals to add to 

this screen 

- If a person already exists on PRPL they will not be added again 

- After one or more persons are selected from the Relationship List (RELL) PRPD 

will then be displayed to add detail for the selected person(s) 
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PRPD - Provider Person Detail 

 

  

 

 This screen is used to capture and display detailed information on an individual who is 

part of an adoptive or foster family or that is an employee of the provider   

 

 If the provider person is a member of the household, the person is classified by their 

relationship in the household 

 

 If the provider person is an employee, the person is classified by their role 

- Example: Doctor, Nurse, etc. 

 

 After updating, the F11 ADD function allows the worker to enter a new provider person 

without returning to the PRPL screen 

 

 The CCUBS PROV NO and CCUBS PERSON ID are populated either by: 

- An automatic interface with CCUBS for “daycare only” facilities.  All persons 

associated with daycare facilities on CCUBS will display with a CCP (Child Care 

Provider) relationship 

- A resolution completed by the CAPS licensing worker for “dually licensed” 

facilities 
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CLTL - Client Types List 

 

   

 This screen displays a list of the types of clients a specific provider is able to serve 

 

 If more than two SPECIAL NEEDS exist a “Y” will be displayed in the MORE 

INDICATOR field  

 

 Information is only displayed on this screen, to MODIFY select M to access CLTD 

(Client Types Detail) 
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CLTD - Client Types Detail 

 

 
 

 This screen is used to indicate the sex and special needs of clients that a facility has 

agreed to provide services for 

 

 You can ADD or MODIFY the SEX code value or ADD, DELETE or MODIFY the list 

of SPECIAL NEEDS handled by a specific provider by selected SERVICE type  

 

 A new SPECIAL NEED may be ADDED on a blank line, if no blank lines are available 

press SHIFT + F10 to display additional blank lines  
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PTID – Provider Tax Identification Detail 

 

 
 

 This screen is used by Central Office staff to update the federal tax identification and 

1099 information for a provider/facility 

 

 Information displayed includes the facility address, federal tax ID, tax ID , SABHRS 

Common Vendor ID, 1099 required information and current/active license types 

 

 This screen must be updated before the worker can enter a “Y” in the worker approval 

field for the license on the FALD (Facility Approval/Licensing Detail) screen 

- Once the Federal Tax ID has been entered, the assigned worker for the facility will 

receive an alert notifying them that they can now enter their approval on FALD 

 

 The Federal Tax ID field can also be updated by the Regional Fiscal Officer.  1099 

information can only be updated by Central Office Fiscal staff 
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FSPL - Facility Services Provided List 

 

 

 

 This screen displays a list of the types of services available from a provider/facility 

- A service can be added to the list at any time     

 

 The list displays the service code and description of the service, the date the provider 

began offering the service and the date the provider stopped offering the service 

 

 When entering a service, DO NOT enter a rate if one does not default in from the system 

- Entering a rate automatically ends the service at the end of the fiscal year and 

payments may be held up until a new detail line is added 

- Entering a rate on FSPL will cause that to be the default rate on SERP (Services 

Detail: Payable).  If another worker needs a different rate, it would then need to 

be overridden and an additional level of approval will be required.  However, if 

no rate is entered here, each worker can request the rate they need on SERP 

 

 If there are additional services, a MORE indicator will display in the upper right corner of 

the screen. 

 

 Note: this screen can only be updated by regional fiscal officers (DPHHS), regional 

administrative officers (DOC) and certain individuals in Central Office. 
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PRFL - Provider/Facility List 

 

 

 

 This screen displays a list of facilities associated with a specific provider 

 

 To see all facilities associated with a provider, enter the PROV NO followed by 000 

 

 If you select MODIFY or INQUIRE you will be transferred to the PROD (Provider 

Detail) or FACD (Facility Detail) screens to view additional information about the 

provider 

 

 If you choose to ADD a new provider to this screen you will be taken to the PROE 

(Provider Entry) screen  
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PRRL - Provider Rates List 

 

 

 

 This screen captures and displays the maximum rate per unit of service for a specific 

provider’s services  

 

 To modify a facility rate the user must go to the Facility Services Provided (FSPL) 

screen. 

 

 EFFECTIVE DATES denote the dates on which rates became effective  

 

 The UNIT TYPE specify the billing unit such as hourly or daily  



 

 
Provider Licensing Training Guide – Provider Licensing & Information PI-22 

PRPH - Provider Placement History 

 

 

 

 The Provider Placement history displays all clients that a provider serves or has served in 

the past 

- Workers can use this screen to identify the other clients placed with the provider 

 

 No selections or updates are performed on this screen - it is displayed for information 

only 

 

 The screen will display the following: 

- Type of placement 

- CAPS ID and name of the client 

- Sex and current age of the client 

- License Type and License Status 

- Placement Start and End dates 

- Current placement status 

- Current assigned worker for the client 
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PRTL - Provider Training List 

 

 

 

 This screen displays the training events specific to a provider 

- Type an M (Modify) or I (Inquire) for a specific entry to access PRTD (Provider 

Training Detail) 

- D (Delete) will delete the selected entry from the list.  Worker must confirm 

delete with Shift + F4 

 

 To ADD new information press F11, PRTD will be displayed in ADD mode 

 

 When a START FROM DATE is entered the screen displays the training events from that 

date to the current date 

 

 When specific TRAINING CODES are entered the screen displays only the training 

events which correlate to the chosen codes 
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PRTD - Provider Training Detail 

 

 

 

 This screen is used to enter training events sponsored by DPHHS or private agencies 

 

 The provider person may be entered by either entering a LICENSEE NUMBER or a 

CAPS ID 

- If a CAPS ID is entered, it must be an existing provider person for the indicated 

provider and the licensee number must be a valid licensee for the provider 

 

 A provider event is created when a training detail is added 

 

 Training information can be copied from one licensee to another by using the copy 

function on PRTL (Provider Training List) 
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PRCL - Provider Contact List 

 

 

 

 The Provider Contact List screen displays contacts related to a specific provider  

- A provider contact entails communication between a service worker and a 

provider of service at the location level 

 

 The user will have the ability to select a specific provider contact to INQUIRE, 

MODIFY, or initiate the procedure to ADD a new contact 

 

 The START FROM field is entered by the user to view the list from that date forward 

 

 The worker can select only certain contact events by entering a specific event type in the 

CONTACT TYPE field 

 

 

 

 



 

 
Provider Licensing Training Guide – Provider Licensing & Information PI-26 

PRCD - Provider Contact Detail 

 

 

 

 This screen is used to capture/display the date, type of contact, and the contact’s person 

name 

 

 Contact information will not be captured at the agency level but rather the facility level 

 

 A provider event is created when the Foster Care Service is provided 

 

 Only those workers with the supertask for Contract Monitoring can enter contract 

monitoring contact types for a provider/facility 
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PBID - Provider Banking Detail 

 

 

 

 This screen is used to capture provider banking information in support of electronic funds 

transfer processing 

 

 Status must be T (test) when first entered  

 

 Status will change to E 

- C = closed EFT status 
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FASL - Facility Assessment List 

 

 

 

 This screen is used to track the history of a facilities assessments 

- The most recent assessments appear on the top of the list 

 

 The worker will have the ability to select a specific home study to INQUIRE, MODIFY, 

or initiate the procedure to ADD a new home study 

 

 The START FROM field is entered to view all home studies from that date forward 

 

 The ASSESSMENT TYPE field is used to view certain home study events by entering a 

specific event type in that field 
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FASD - Facility Assessment Detail 

 

 

 

 This screen is used to capture the details of a facility assessment 

 

 The assessment type, date, recommendation and the missing requirements information 

are contained on this screen 

 

 The entered fields will be checked for standard validation 

 

 A supervisor will record assessment approvals on the lower portion of the screen 

 

 Only those workers with the supertask for Contract Monitoring can enter contract 

monitoring assessment types for a provider/facility 
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PREL - Provider Event List 

 

 

 

 The Provider Event List screen displays a list of all events related to a specific provider 

- The worker has the ability to limit the number of events displayed by entering a 

START FROM date 

 

 To see specific events an EVENT CODE may be entered 

- Up to seven (7) event codes may be entered on the list and only those events 

matching the codes will be displayed  

 

 DOC GEN: 1. Provider Event History Report 

2. Provider Event Detail Report 

3. Provider Letter of Notification 
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FCLL - Facility Caseload List 

 

 

 

 This screen displays the caseload of facilities and reports of the licensing worker  

 

 The list can be limited to show only facilities or only reports by entering an “F” or “R” in 

the DISPLAY field 

- When a record is selected, the Facility Detail screen (FACD) or Report Request 

Detail 1 (RRD1) is activated 

 

 The transfer option will take the worker to the Assignments/Transfers (AXED) screen 

- Multiple transfers are accomplished by selecting each record with a T (transfer) 

 

 If the worker chooses the R (release) option the facility or report will be released from the 

users caseload 

 If the number of facilities assigned to a worker exceeds 300, a message will be displayed 

which reads, “MAX SORT LIMIT REACHED - ONLY PARTIAL LIST WILL 

DISPLAY” 

- The worker will then need to use the DISPLAY VALUES field to narrow the 

search (i.e., if “A” is placed in the field, all facilities beginning with “A” will be 

displayed.  If “3” is entered, all facilities beginning with “3” will be displayed.) 
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PAKD - Provider AKA Detail 

 

 
 

 This screen is used to modify Provider/Facility names and to add additional AKA’s  

 

 To modify a Provider name, the PROV NO is entered followed by three 000's  

 

 To modify a Facility name, the PROV NO is entered followed by the three digit indicator 

(001, 002, 003 etc...) 

 

 M (modify) must be indicated on the select line and the new name entered 

- Once ENTER is pressed, the system will ask that you confirm this change 

- The old name will now become an AKA for that provider 

 

 Additional Provider AKA’s can be added and/or deleted at the bottom of the screen 

 

 F7/F8 can be used to view additional pages of Provider AKA’s 

 

 The CCUBS NAME (Y/N) shows if this is a provider name that is known to the CCUBS 

system
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PASL - Provider Active Services List 

 

  

 

 This screen displays all open services on behalf of all clients related to a specific provider 

 

 When a record is selected, SERL (Services List) will be displayed for that client 
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The check is in the mail

WARRANTS
PA-04

 
 

 

 Detailed payment information for specific warrants and specific clients 

 

 The ability to view warrants that have been paid to a specific provider  



 

 
Provider Licensing Training Guide – Provider Licensing & Information PI-35 

WRNH - Provider Warrant History 

 

 
 

 This screen displays a list of all warrants that have been paid to a specific provider 

 

 The list displays payments for Client-Based Invoices, Contracted Services Invoices, Trust 

Account Expenditures, Emergency Warrants, and Overpayment Recovery 

 

 The user will be able to view all the warrants for all the Facilities of a Provider 
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WRND - Provider Warrant Detail 

 

 

 

 The Provider Warrant Detail screen displays the detailed payment information for the 

specific warrant that was selected on the WRNH (Provider Warrant History) screen  

 

 When the service is for a specific client, the CAPS ID will appear in the 

CLIENT/CONTRACT NUMBER field and the client's name will appear in the NAME 

field 

- When there is not a specific client, the contract number will appear in the 

CLIENT/CONTRACT NUMBER field and Service Code Description will be 

displayed in the NAME field 

 

 


